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FOREWORD

The occupational analysis project was conducted by The Instiuctional Materials Labcratory,
Trade and Industrial Education, The Ohio State University in conjunction with the State
Depai tment of Education, Bivision of Vocationul Education pursuant to a grant from the U.S.
Office of Education. ,

The Occupational Analysis project was proposed and conducted to trainn vocational educators
in the techniques of making a comprehensive occupational analysis. lnstructors were selected
from Agriculture, Business, Distributive, Home Econamics, and Trade and Industrial Education
to gain experience in developing analysis documents for sixty-one different occupatiors. Repre-
sentatives from Business, Industry, Medicine, and Lducaticii were invoived witl: the vncational
mstructors in coraucting the analysis process.

The project was conducted in three phases. Phase cne involved the planning &d develerment
of the jrciect strategies. The analysis rrocess was based cn sound principles ot learn'ng ».d
behavior  Phase two was the ‘dentification, selection anu orientation of all perticipants. Tine
training anu workshop sessions coastituted the third phase  Two-week _werkshops were ield
during which teams of votat:onal instructors cond icted 0 analysis of ‘he occupatiors n witich
thev hea employment expericnce.  The instructors werc assisted by botl' accupation.! sensult
ants and subject matter specialists.

lie project 1esulted in preducing ore hundred twe trained vocationt insttucter: capabie ol
onduliing and assisting in a compiehensive analysis of v. oue supatione.  Cocupes ondl an.
yhis—dataere generated for sixty one occupations. Th  wilvers inleuded a Sateme o he
JartioLs tases performed in each occupation. For each tase th2 follow g 1te v atrr ea
touss ard ecquipmert; proceaural knowledge, safety hocwl»ig:: contests ara s of  .Fomd
tics, science and communication reeded for suctessiu’ jw ot 1ance i the ceoopati - he
analysis data provided a bas:c for genetating «CLuChioNd wnals, (u.se on g, stobat
petformance objectives, criterion measures, as well as dntdy ng spec. ie supporting skills wnd
know erie in the scader w subiect r1as. )

s



PREFACE

A general approach was used in describing the tasks of a Medical Records Clerk. These tasks would very
depending on whether the c'erk was employed in a small or large hospital, health care institution, clin.c, or
laboratory. We attempted to generalize our tasks to fit a wide range of medical facilities.

In very small organizations, the Medical Records Clerk may also transcribe medical records. For this reason,
the tasks of the transcriptionist were included. For larger hospitals, the Medical Records Clerk and the Medical
Records Transcriber would be two separate job areas.
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JOB DESCRIPTION

Files and retrieves medical records and loose reports of hospital and clinic patients; maintains a signout system
of records and an updated index file of patients; and services patients’ index for identifying patient by record
number.

Routinely checks for the existence of any prior medical record of every patient admitted as an inpatient or

as an outpatient. Retrieves any prior record for inclusion with current record. May type index card from source
reference sheet. Updates patients’ index file by filing new cards or recording additional data on existing cards
and audits patients’ index for any misfiles. Notes on index card when record is pulled and to which medical
unit or physician it is being sent. Files cards according to established filing system.

Files medical records by established numbering system and rechecks filing for proper location on filing shelves.

'y

Answers inquiries from hospital departments regarding existence and whereabouts of medical records on
specified patients. Repairs or replaces worn or torn folders and may issue file folder on new admissions and
dispatches them to patient care areas. Routinely retrieves records of patients scheduled for admission to clinic
or hospital. -

Follows established procedures for dispatching medical records to other areas of the hospital.

Receives requests for information from medical records of patients by mail or telephone from such sources as
physicians, patients, lawyers, insurance companies, or health and welfare agencies. Processes requests for delivery
of records for use in answering correspondence. Checks for properly gxecuted authorization to release medical
information on designated patients. Follows specified procedures for abstracting or copying specified portions
of medical records. Compares signatures and types standard letters to|requesting parties following established
policies and procedures on the release of medical information.

Performs related duties such as answering and routing telephone calls'and receiving people requesting information
and services in the department. .

Transcribes medical reports on diagnostic workups, therapeutic procedures, and clinical resumes for inclusion
in medical records and for transmission to physicians or other medical care facilities, using transcribing machine
and typewriter. ‘ '

Operates transcribing machine through the use of dials and pedals to control quality of voice reproduction and
speed of dictation, and uses ear devices to listen. Follows prescribed procedures for the use of v ious forms
with one or more carbon copies in tyring particular reports. Follows specified procedures 1or dispatching

[
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finished reports to designated persons for approval and signature of dictator and for dispatching carbon copies
to designated persons or offices. Responsible for verifying accuracy of the dictator in identifying the patient

by name, hospital number, location in hospital, and any address which may involve the use of patient name files:
Makes entries on prescribed control forms in regard to'which report was transcribed for a particular patient,
dates dictation was received and transcribed, and name of dictator. '

Job performance may involve the use of electric or automatic typewriters aswell as disc, belt, or tape-driven
dictating and transcribing equipment.

* Taken in part form Job Descriptions and Occupatioial Analysis for Hospitals and Related Health Services,
Superintenden; of Documents, U. S. Government Printing Office, Washington, D. C. 20402
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Duty A

OONNOC HWN —

\ Processing Chart (discharge patients)

-

Abstract information from record for manual indexes and/or statistics

Abstract information from record onto data processing source document

Analyze chart

Assemble record in proper order

Attach late miscellaneous reports to chart after initial assembly

Complete records by other departments, e. g., route charts, request missing reports
Complete records by physician ’ k

File chart ih appropriate sequence ‘of files

Route charts‘through medical rev}éw committee .
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Duty B

Maintaining Indexes

ONO O B WN -

A

~

Abstract information from patient record onto data processing source document
Coding of diseases and operations

Maintain average length’ of stay by clinical service index (manually)
Maintain diseases and operations index (manually)

Maintain patients’ index (manually)

Maintain physicians’ index (manually)

Maintain registers, e.g., birth, death {manually)

Prepare daily census report

21
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Duty C

Performling Admission Tasks

1 Admit new patient
2  Re-admit patient

39




syiodas jeonsnels Ajjney 0y bBuipes) -

Ajqissod se jjam se paniwpe uiebe s)
tuanied ayl asnmny aly ul 1 pJOoas 8yl puiy
o1 Aujigeur ayl o3 pesj pinod juaied
palliwpe Ajmau uo uoniewdoui Suiplodausiiy $3|1} PIO ‘uonewojul SJuslied

e IEE] S3Ind

Jjequnu juaned mau Bujubisse 10} ajqisuodsas
ay Aew juawiiedap SDJOJBI |EDIPAW (310N
. . ease ajendoudde uy Japjoj 1uaned aji4
. Japjoy juaned mau avjdwo)
ease gieudosdde uy apy ,
pue psed xapui juaned ssisew mau alajdwo)
uoizewuoyul Bumwipe ulRlgO

tuaned
paliwpe-al JO M3u JaUIaym auiuielaQ

SNOIS103d

saijddns aoiyyo oiseg
1apjoy s,Juaned

spJed xapuil juaned saSep
Jar1amadA

- B1EP UOISSIWPY

ayvzvH — A13dvS 3503 TMONN IONVINHO4H3d

NOdN a3idVv $103rao0
‘STVIHILVIN ‘LNIWJIND3 ‘STO0L

193 %% ’ 1IN314Vd M3N

\

1INQV (LNIW3LVIS dSVL)

Aruitoxt provided by Eic:

‘E $

49.



42y , Ly
21607 B
ABojouruia | |
uoI3rI1}isse] ’ ’ e1en sajsues | Buiniup
uoniewojul bumiwpy buipeay

S1kd3INOJ/STINIS S31dWVX3

<

S3GOW IONVINHOL4H3d

7 . SNOILVOINNWWOD

50

(Buiiapio |enuanbas) aulj Jaquinu awes
ay: uo siabajui pue si;aquinu |euonies uopewixoidde Aq a3ed07

Y4

SW3L1SAS - HIGWNN — HIVIN

3JON3IIS

AIN3ILVd M3N Linay

{(LNIW3LVLS v_m<.-9

CRIC

L




juaned ayl jo ased a3y siy ul 10320p

ayl Aq pezinn buieq j0u PIoo3J |edipawl

Jay/siy u1 synsal pajuwpe >_m:o_>,8a
uaaq bBuiaey se juaiied Ajiuapy o1 ainjiey

O ERE

abueys -awepn

saiy PIO
uojlewuojul s,3uaned

$3INd

Jap|o}
juaned jo Bupepdn aje3olp Aew walsAs 310N
ease ajeisdosdde o3 ainoy
apinb 1no yum aoejday
Sajly wouy 1apio} |ind
13pjo} s,zuaned ajedo]
pies xapul ajepdn pue ajy
xapui jeonaqeydje ui aweu s,uaned 31e007
uonewJojul bumiwpe uaqO

juaned
PalliWwpe-al 4G Mau Jaylaym Sujuiwialag

-

SNOISID3a

sajjddns a213j0 diseq
133umadA §

3|y p4ed xapul onaqeyd|y
iap|o} s,3uaned
uoizewsoju) Bunnwpy

AQYVZVH — ALl34VS

...
L

39A3TMONM 3ONVWHO1H3d

NOdN Q310Vv S103780
‘STVIH3ILVIN "LNIWJIND3 'ST00L

IN3I1lVvd LINAV—3Y (LN3W31V1S MSvl)

Q

Full Tt Provided by ERIC.

E

r




44 4

f - 21607
ABojoutwiia ]
uo11edlIsse})

sjiodas uonewsojul
aduagjui/jielaq
uoisuayasdwon

S143I3NOJ/STIIS

elep laysued |

uonjewoju) Buliwpy

S3TdNVX3

Bun

Buipeay

SIGOW JONVINHO4H3d

SNOILLVIINNWINOD

v

(Butiapi0 jenzuanbas) auy| hmnEq__:
ayl uo ssabajul pue saquinu jeuones uoplewixosdde Aq a3e007

L

SW3L1SAS H3ISAWNN — HIVWN

~

JON3IDS )

T
'

4N3i1lvd

1'Wav-—34 (IN3IW3LVIS v_m(h

= ||m Provided by ERIC




HWN -

Performing Receptionist Functions

Assist physicians with chart completion
Handle telephone calls

Promote good office relations
Release information to visitors
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Duty E

"1 File and retrieve charts from appropriate process files

Performing R2card Storage and Retrieval

2 Microfilm records
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Duty F Preparing Statistical Reports .

1 Prepare manually statistical reports for administration
2  Prepare statistical reports for area health planning agency

{7

61




s110dau
uonoafold Ul Pasn UOIIBLIIOJUI 3JBINDDRU|
suwnjod Buoim ui sainbly Buipioday
e T $J0143 |esianay

Suouy3

ejep |euibiio ylim adey »o9y)d

$3Ind

€lep U] S3IDUISISUODU] 3ulwialaq

SNOIS103d

e o beabiu g

[EYR

. gy =]
~O
012 ‘uonesojje paq ‘saseyosnd ajqissod
‘Bujuueid ainin} ‘saipnis yimoah parosfoid
10} sp0das jed1Isels $3asn uonessiulwpe 810N
Adoo ao10 aji4 (azerdosdde 1) syuawisedap Jaylo wouy eleq
sjuawsisedap ajend indino swaisAs Buissadoud ejeq
-0idde 01 saidoa ainqiasip pue saidoo axep ” auiyoew Ado)d
a|qesisap }! sple lensia yim eiep ay} . saljddns a0 oiseq
. funnuswajddns--widy JejNQe} ui erep ayy asedaid (3iqeaisap) i03e|Nd|ED
elep ayl uo suoilendwod Alessadsu 3yl oQg JaytumadA |
- 3J0das 10y Alessadau eyep Jaylzo swuoy lodas jeonsnels
NGdN Q310v S103rao0
aydvzZvH A134VS 3OA3ITMONN IFONVIWHO4YH3d ‘STVIYILVYI ‘LNIWHIND3 ‘S100L
NCILVHISININAY HOd S1HOd3IYH IVIILSILVLS ATTVNANVIN 3HVd3IHd {(INJWILVLS MNSV1)
WO
kl

&Y

Aruitoxt provided by Eic:

E

-




T 21607
1ewlo} |eonsnels
uoiedi}Isse|d

ABojouluwia ]
adsuaJajul/fiezag
uoisuayasdwo)

S1d3DNOD/STINS

elep Jajsues ]

sti0das ‘siieyd

S31dWVX3

b,

S3IAOW 3IDNVINHOL4H3d

Buntm

Bulpeay

SNO!LVIINNWINOOD

UOISIAIP pue ‘uoiedl|dijnw ‘uordenqns ‘UORIPPY

g

o

SWILSAS HIGWNN — HLIYW

3

3ON3I10S

NOILVH1SININQY HO4 S1HOd3IH TVIILSILVLS ATTIVANVIN 3HVd3IHd

-

(LNIW3LVIS xm<.em
.

8
z
3
H
H




s110d3.
uonoalosd ul pasn uonewojul 3eINddeU|

Sg0bH3

eiep _mc_mfo,‘o«,,mhﬁ PRzl

S3aNd

‘918 ‘quawdinba mau jo saseyo

-snd Buinoidde ‘sanijioe} ul uoisuedxa paq

Suimojle yimoub aining Gunoaloud 104 sainbyy
asay) asn sapuabe Huiuue|d yijeay eade 310N
Adoo adiyj0 aii4

sjuawliedap aend
-oidde 01 saidod ainqlsIp pue $31doo ayew

ajqeJisap j! spie |ensiA ylim ezep ayl bul
-Juswa|ddns--wuoj Jejngel ut erep ayy asedaiy
eiep ayy uo suonieyndwod Alessadssu ayl oq
1odai 10) Aiessasau eep Jayien)

'qa

BlEp U] S3IDUIISISUODUI 3UIWIBIA(]

SNOISI03d

:7()

(a1e1adoudde 1) sjuawiiedap Jayio woudy eyeq
indino swiaisAs Buissaonid eleq

aujyoew Adon

sal|ddns asiyjo oiseg

{algeJisap) Joiejnojen

J91umadA |

swJioj Aouabe Bujuueid yrjeay

QHVZVH — Al3d4VvS

U<,

3903TMONM 3ONVINHO4H3d

ADNIOV DNINNV1d HLTV3IH v3dv HO4 S1HOd3Y AVvOILSILVLS 3HVYd3Hd

NOdN a31dv S103r80
‘STVIHILVIN ‘LNIWJIND3 'ST00L

(LN3W3LV1S MdSvl)

[
Aruitoxt provided by Eic:

E\.




VY
g9 ~
21607
1ewoj w104 .
uonediiIsse|) elep Jaysued § Buizism
| ABojouiwia | .
| aouaJajui/|ielag
_ "uoisuayasdwc) s1iodaa ‘syiey)d 6uipeay
”_ ~
m S143D0NOJ/STIINS S3TdWV X3 S3IAOW 33NVINHO4H3d
SNOILVIINNWNWOD
—/l

’

UOISIAIP pue ‘uonedioiinWw ‘uondesigns ‘uciIPpY

SW31SAS HIGWNN — HIVIN

JON3I0S

AONIOV ONINNVId HLTVIH V3HY HOd S1HOd3Y TTVOILSILVLS 3HVdIHd

(IN3W3LVIS NSVIy

CRIC

L




Duty G Preparing Birth and Death Certificates and Infant Relcases
1 bbtain additional information from parent or ather informant
2 Type certificate

72 .
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Duty H

Releasing Patient Information

NoOoOOb,WN—

Comply with subpoenas .

Maintain register of requests and released information
Provide security for medical records

Respond to personal requests

Respond to telephone requests

Respond to written requests

Type insurance diagnoses on forms for the business office
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Duty | Transcribing Medical Reports

Maintain a daily production re¢ord and log of dcictation
Maintain equipment in working order

Perform filing, mailing, and charting functions

Transcribe medical information from transcribing station
Transcribe medical information using automatic typewriters
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